ADMIN 1 Revision September 2015

As do all Administrative Records Schedules (ADMs), ADM-1 covers records of the Department and its contractors. The records include, employee concerns programs, labor agreements and negotiations, labor relations, academic and outreach programs, apprenticeship programs, job vacancies, unemployment compensation,
recruitment and employee health. The most important types of records are the Official Personnel Folders, the Service Record Cards, and the Employee Medical Folders. Those for Federal employees are maintained according to The Guide to Personnel Recordkeeping, an Office of Personnel Management directive that prescribes a
system of recordkeeping for Federal personnel.

Master files created in central data processing facilities that replace records described under item 21, 22 and 25f are not authorized for disposal by this schedule. Records authorized for disposal in this schedule are also authorized for such disposal in both hard copy and electronic formats. Retirement of non-current records to
inactive storage is authorized. (N1-434-98-4, entire introduction)

Previous ADMIN 1 guidance edition: http://www.energy.gov/cio/downloads/administrative-records-schedule-1-personnel-records-revision-3

ADMIN Media

Citation Item Title Item Summary Sub Item 1 Title Sub Item 2 Summary Sub Item 2 Applicability Applicability Disposition NARA Approved Citation
See Chapter 7 of The Guide
to Personnel Recordkeeping
a. Transferred employees. Department-wide ~ Media-neutral forinstructions relating to GRS 1item la
folders of employees
Records filed on the right side of the Official Personnel Folder gar;ifcerred o another
’ Official Personnel (OPF). (See item 10, for temporary papers on the left side of the gency.
Admin 1, L ¥
item 1 Folders of Federal OPF). Folders covering employment terminated after December T Transier folder t
Employees 31, 1920, excluding those selected by NARA for permanent emporary. Transter folder to

National Personnel Records
Center (NPRC), St. Louis,
b. Separated employees. Department-wide  Media-neutral MO, 30 days after latest GRS 1item1b
separation. NPRC will destroy
65 years after separation from
Federal service.

retention. See item 1.1 for contractor personnel records.

Records consist of employment histories and jobs held by the
employee from initial date of employment to date of separation.
Includes, among other things, copy of all personnel and pay
actions, life and health insurance coverage, résumés, proof of
residence, copy of background investigation (not the Personal
Security Questionnaire or Standard Form 86, which is filed in the

security office), military service documents; and training records Temporary. Cut off the file at

Individual Personnel Paper records the time of separation.

. . N of more than 40 hours and any and all training records Managing &
Admin 1, Files of Managing & - " o " only - unless Transfer folders to the local .
. N (certificates of completion) on health and safety, radiation, Operating N X N1-434-89-1, item 1
item 1.1 Operating Contractor Ny otherwise Federal Records Center in
hazardous duty and other courses when the employer’s contract Contractors

Employees specified initem  one cubic foot increments.

includes safety and health clauses (DEAR Subparts 970.52, Destroy 75 years after cutoff.

970.5204-2, 952.223, 952-223-71, 952-223-72, 952.223-74, and
952.223-75), unless separate training records are kept in the
training activity. Drug testing records may be part of these files or
may be maintained elsewhere provided they are adequately
safeguarded.

Temporary. Destroy 75 years
Department-wide ~ Media-neutral after separation or transfer of
employee

N1-434-98-4, item 2b
Exemption to GRS 1, item 2

Admin 1, Service Record Cards ~ Service Record Card (Standard Form (SF) 7 or equivalent) for
item 2 for Federal Employees employees separated or transferred on or after January 1, 1948.

Correspondence, reports, and other records relating to the
Admin 1, Personnel general administration and operation of personnel functions, but
item 3 Correspondence Files  excluding records specifically described elsewhere in this

schedule and records maintained at agency staff planning levels.

Temporary. Destroy when 3

Department-wide ~ Media-neutral
years old.

GRS 1, item 3

Personnel Office Administrative and correspondence type files relating to general ; Paper records In accordance with the terms
’ . Lo j : Managing &
Admin1,  Records of Managing administration and operation of personnel functions and such ; only - unless of the contract. Do not .
. . IR ) Operating ) N1-434-89-1, item 2
item 3.1 & Operating other records not maintained in individual personnel files or otherwise transfer to a Federal Records
i in thi Contractors PN
Contractors described elsewhere in this schedule. specified initem  Center.
a. Accepted offers. Department-wide ~ Media-neutral ~ 1emPorary. Destroywhen s 1 itom 49

appointment is effective.

(1) When name is received from certificate of Return to OPM with reply and

Department-wide ~ Media-neutral

GRS 1, item 4b(1

eligibles. application.
Admin 1, Offers of Employment ~ Correspondence, including letters and telegrams, offering File with application (items
item 4 Files appointments to potential employees. b. Declined offers for Federal (2) Temporary or excepted appointment. Department-wide ~ Media-neutral 33k, 331,33m, 0r33n,as GRS 1, item 4b(2
appointment. appropriate).
(3) All others. Department-wide ~ Media-neutral Temporary. Destroy GRS 1, item 4b(2

immediately.

- . Copies obtained from OPM of certificates of eligibles with related
Certificate of Eligibles
ADMIN 1 Files  Federal requests, forms, correspondence, and statement of reasons for

ltem 5 Employment slailgsizl:;g over a preference eligible and selecting a non-preference

Temporary. Destroy when 2
years old

Department-wide ~ Media-neutral GRS 1, item 5



http://www.archives.gov/records-mgmt/grs/grs01.pdf
http://www.archives.gov/records-mgmt/grs/grs01.pdf
http://www.archives.gov/records-mgmt/rcs/schedules/departments/department-of-energy/rg-0434/n1-434-89-001_sf115.pdf
http://www.archives.gov/records-mgmt/rcs/schedules/departments/department-of-energy/rg-0434/n1-434-98-004_sf115.pdf
http://www.archives.gov/records-mgmt/rcs/schedules/departments/department-of-energy/rg-0434/n1-434-98-004_sf115.pdf
http://www.archives.gov/records-mgmt/grs/grs01.pdf
http://www.archives.gov/records-mgmt/rcs/schedules/departments/department-of-energy/rg-0434/n1-434-89-001_sf115.pdf
http://www.archives.gov/records-mgmt/grs/grs01.pdf
http://www.archives.gov/records-mgmt/grs/grs01.pdf
http://www.archives.gov/records-mgmt/grs/grs01.pdf
http://www.archives.gov/records-mgmt/grs/grs01.pdf
http://www.archives.gov/records-mgmt/grs/grs01.pdf

ADMIN . ; A— Media . - I
- Item Title Item Summar Sub Item 1 Title Sub Item 2 Summar, Sub Item 2 Applicabili M- Disposition NARA Approved Citation
Citation y y PP vy Applicability P PP
Employee record cards used for informational purposes outside
personnel offices (such as SF 7-B). Temporary. Destroy 75 years
ADMIN, - Employee Record Department-wide ~ Media-neutral afterpse aﬁuion or ¥rans¥er of 11-434-98-4, tem &
Item 6 Cards [NOTE: Effective December 31, 1994, the SF 7 card became P P Exemption to GRS 1, item 6)
A " ) : employee.
obsolete. The disposition applies to the information regardless of
form.]
o . Temporary. Cut off when
(1) Standards and gmd(_ellnes issued or rewg\_/ved by . . superseded or determined ~ N1-434-98-4, item 7a(1
OPM and used to classify and evaluate positions Department-wide ~ Media-neutral " -
- obsolete. Destroy 75 years Exemption to GRS 1, item 7a(1
within the agency.
after cutoff.
a. Position Classification Standards
Files. h Jati nglitri);rﬁ;yél%ilszzggren N1-434-98-4, item 7a(2)(a)
(2) Correspondence and other records relating to 1 ae fie, Department-wide ~ Media-neutral ~ PoSton S @ Exemption to GRS 1. item
the development of standards for classification of description is superseded. 7a(2)(a
positions peculiar to the agency, and OPM approval Destroy 75 years after cutoff. Ta2)(a)
or disapproval.
2. Review File. Department-wide ~ Media-neutral Temporary. Destroy when 2 GRS 1, item 7.a2(b;
years old.
Record copy of position descriptions that include Temporary. Destroy 75 years
- I b. Position Descriptions. information on title, series, grade, duties and Department-wide  Media-neutral after position is abolished or ~ N1-434-98-4, item 7b
Position Classification L SR
ADMIN 1, ) responsibilities, and related documents. description is superseded.
Files — Federal
Item 7
Employees
(1) Classification survey reports on various positions Temporary. Destroy when 3
PR o " . . years old or 2 years after .
prepared by classification specialists, including Department-wide ~ Media-neutral . 4 N GRS 1, item 7¢(1
i regular inspection, whichever
periodic reports. .
is sooner.
c. Survey Files. X N T N
(2) Inspection, audit, and survey files including
correspon_dence, reports, and oth_er records relating Department-wide  Media-neutral Temporary. Destroy when GRS 1. item 7¢(2
to inspections, surveys, desk audits, and obsolete or superseded
evaluations.
1) Ca;e files relating _t(_) clz_issmcapgn appeals, Department-wide  Media-neutral Temporary_. Destroy 3 years GRS 1. item 7d(1
excluding OPM classification certificate. after case is closed.
d. Appeals Files.
Temporary. Destroy after
(2) Certificates of classification issued by OPM. Department-wide ~ Media-neutral affected position is abolished GRS 1, item 7d(2)
or superseded.
a. For jobs relating to the handling
of hazardous, toxic, or radioactive ’ Paper records ’ :
materials; radiation safety or Managing & only - unless Temporary. Dispose in .
’ " ' . ) Operating ) accordance withitem 1.1 of ~ N1-434-89-1, item 3a
Managing and critically safety; or any job where Contractors otherwise this schedule
ADMIN 1,  Operating Contractor  Records describing tasks associated with jobs and reflect the chronic exposure may have had an specified in item ’
item 7.1 Job Classification procedures and training required to accomplish them. impact.
Manuals . Paper records
Managing & only - unless Temporary. Destroy 2 years
b. For all other jobs. Operating y-u porary. DEstioy 2y N1-434-89-1, item 3b
otherwise after position is abolished.
Contractors e
specified in item
ADMIN 1 ) Correspondence, reports, and other records relating to interviews . ) Temporary. Destroy 6 ”?0”“‘5 .
" Interview Records ) S y Department-wide  Media-neutral after transfer or separation of GRS 1, item 8
ltem 8 with prospective employees.
employee.
_ADMIN 1,  Performance Ratlng Co_ples of case f_lles forwarded to OPM relating to performance Departmentwide  Media-neutral Temporary_. Destroy 1 year GRS 1. item 9
item 9 Board Case Files rating board reviews. after case is closed. EE—
Temporary. Destroy when
a. All copies of correspondence and superseded or obsolete, or
forms maintained on the left side of upon separation or transfer of
the Official Personnel Folder in employee, unless specifically
accordance with Chapter 3 of The ) i required to be transferred with .
Guide to Personnel Recordkeeping, Department-wide  Media-neutra the OPF. See item 10b for GRS 1, ftem 103
ADMIN 1,  Temporary Individual EXCLUDING the Immigration and _dlsposmon o_f 1-9 Forms and
: Naturalization Service Form I-9 and item 23 of this schedule for
item 10 Employee Records A
performance-related records. disposition of temporary
performance-related records.
Temporary. Destroy 3 years
b. Immigration and Naturalization Departmentwide  Media-neutral after employee separates GRS 1. item 10b

Service Form |-9.

from service or transfers to
another agency.
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Citation y y PP vy Applicability P PP
_ADMIN 1, P0§|t|on Identification ~ Strips, su_c_h as the fqrmer SF 7D, containing summary data on Department-wide  Media-neutral Temporary. Destroy when GRS 1. item 11
item 11 Strips each position occupied. superseded or obsolete. _—
(1) Case files including recommendations, approved
nominations, correspondence, reports, and related
handbooks pertaining to agen(_:y-spo_nsored cash Departmentwide  Media-neutral Temporary. Destro_y 2 years GRS 1. item 12a(1
| and noncash awards such as incentive awards, after approval or disapproval.
a. General awz;rds reclor_ds, within-grade merit increases, suggestions, and
EXCLUDING those relating to outstanding performance.
department-level awards.
2) Correspont_ience pertaining to awarc_is fr_om other Departmentwide  Media-neutral Temporary. Destroy when 2 GRS 1. item 12a(2
Federal agencies or non-Federal organizations. years old. GRS 1. item 12a(2)
ADMIN 1,  Employee Awards
item 12 Files
. . Records including correspondence, reports,
b. Lenglh of service and sick leave computations of service and sick leave, and lists of Department-wide  Media-neutral Temporary. Destroy when 1 GRS 1, item 12b
awards files. year old.
awardees.
Copies of letters recognizing length of service and
c. Lette_rs_of commendation and retirement a_nd letters of appreciation and Departmentwide  Media-neutral Temporary. Destroy when 2 GRS 1. item 12¢
appreciation. commendation for performance, EXCLUDING years old. —
copies filed in the OPF.
d. Lists of or mt_iexes to agency Llsls_ of nominees and winners and indexes of Department-wide  Media-neutral Temporary. Destroy when GRS 1. item 12d
award nominations. nominations. superseded or obsolete. _
_ADMIN 1, Incentive Awards Reports pertaining to the operation of the Incentive Awards Department-wide  Media-neutral Temporary. Destroy when 3 GRS 1. item 13
item 13 Program Reports Program. years old. e
a. Chronological file copies, Temporary. Destroy when 2
- Standard Form 50, documenting all individual personnel actions ~ including fact sheets, maintained in Department-wide  Media-neutral porary. 4 GRS 1, item 14a
ADMIN 1,  Notifications of ' ) ; > L o years old.
. ; such as employment, promotions, transfers, separation, exclusive Personnet offices.
item 14 Personnel Actions ;
of the copy in the OPF. b. All other copies maintained in Temporary. Destroy when 1
. op Department-wide  Media-neutral porary. Y GRS 1, item 14b
personnel offices. year old. —
.ADMIN L RESERVED GRS 1, item 15
item 15
_ADMIN 1, Per§or_1nel Operations Statlstl(_:al reports in thg operating personnel office and Departmentwide  Media-neutral Temporary. Destroy when 2 GRS 1. item 16
item 16 Statistical Reports subordinate units relating to personnel. years old _
a. Correspondence and forms Temporary. Destroy when
relating to pending personnel Department-wide  Media-neutral nporary. Y GRS 1, item 17a
N action is completed
actions.
(1) Registers and related records used to effect . . Femporary-Destroy-when2- GRS 1, item 17b(1)
reduction-in-force-actions: : D V: .
ADMIN,  Correspondence and Operating personn_el o_fflce _records relating to |nd_|V|duaI . . years-old: Superseded by: GRS 2.5 item 011
. ¥ employees not maintained in OPFs and not provided for b-Retention-egisters-and-related-
item 17 Forms Files g records.
elsewhere in this schedule. g o, hich At £ :
(2) Reg from which no redt . . Femporary-—Destroy-when- GRS 1, item 17b(1)
actions have been taken and related records. superseded or obsolete. Superseded by: GRS 2.5 item 010
c. All other correspondence and Department-wide  Media-neutral Temporary. Destroy when 6 GRS 1. iftem 17¢
forms. months old. E—
Correspondence, forms, and other records relating Temporary. Review annually
o - : N and destroy superseded or
to positions, authorizations, pending actions,
N . o - . . . obsolete documents, or .
N a. Supervisors' Personnel Files. position descriptions, requests for personnel action, Department-wide ~ Media-neutral . N GRS 1, item 18a
Supervisors' Personnel ) N N destroy file relating to an
ADMIN 1, N N and records on individual employees duplicated in o
. Files and Duplicate N employee within 1 year after
item 18 N or not appropriate for the OPF. N
OPF Documentation separation or transfer.
b. Duplicate Documentation. Othe_r copies of docume_nts qul'Cated in OPFs not Department-wide  Media-neutral Temporary. Destroy when 6 GRS 1, Item 18b
provided for elsewhere in this schedule. months old.
Forms, correspondence, and other records, including summary
ADMIN 1, IndeugI Non- recor_ds, docu_njentlng an mdlwdual employee's medical history, ) ) Temporary. Destroy 75 years N1-434-08-4 ftem 19
. Occupational Health  physical condition, and visits to Federal or corporate health Department-wide  Media-neutral P ——
item 19 - o after date of last entry. Exemption to GRS 1, Item 19)
Record Files facilities, for nonwork-related purposes, EXCLUDING records

covered by item 21 of this schedule.
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- Item Title Item Summar Sub Item 1 Title Sub Item 2 Summar, Sub Item 2 Applicabili M- Disposition NARA Approved Citation
Citation y y PP vy Applicability P PP
;;Iilsrgs;mz“%’:tls summarized on Department-wide ~ Media-neutral Z;Srﬁg;?reyﬁt?estroy 3 months GRS 1, item 20a
ADMIN 1,  Health Unit Control Logs or registers reflecting daily number of visits to dispensaries, port y
item 20 Files first aid rooms, and health units. :
' : _ . - . Temporary. Destroy 75 years N1-434-98-4 item 20b
b. If information is not summarized. Department-wide ~ Media-neutral after last enty. Exemption to GRS 1 ltem 200
DO NOT DESTROY. This
series is currently covered by
Managing & Paper records the EPI Moratorium. Please
a. Ifinformation is summarized on : only - unless contact your PRO, RLO, or .
L N . ! - - -
statistical report. Operating otherwise RMFO for more details. N1-434-89-1 item 4c(1)
ADMIN 1,  Contractor Health Unit Logs or registers reflecting daily number of visits to dispensaries, Contractors specified in item
item20.1  Control Files first aid rooms, and health units. Temporary-Destroy-3-months-
afterfastentr
b. If information is not summarized. Department-wide ~ Media-neutral Temporary. Destroy 75 years N1-434-98-4 item 20.1(b)
after last entry.
Temporary. See 5 CFR Part
(1) Transferred employees. Department-wide ~ Media-neutral 293, Subpart E for GRS 1, item 21a(1.
instructions.
Temporary. Transfer to
NPRC, St. Louis, MO, 30
a. Long-term medical records as days after separation. NPRC
defined in 5 CFR Part 293, Subpart will destroy 75 years after
E. birth date of employee; 60
(2) Separated employees. Department-wide ~ Media-neutral years after date of the earliest GRS 1, item 21a(2)
document in the folder, if the
date of birth cannot be
ascertained; or 30 years after
latest separation, whichever
is later.
y Temporary. Cut off and place
_ADMIZV\i " ;e%e_rall En}gloy%ew gézeer;r?:éziinrytzgSg]eﬁ;:zlnger?sco%rrtl Department-wide ~ Media-neutral in inactive file after separation N1-434-98-4 item 21b
item edical Folder (EMF) P or transfer of employee. Exemption to GRS 1 item 21
Manual (FPM).
Destroy 75 years after cutoff.
DO NOT DESTROY. This
series is currently covered by
c. Individual employee health case the EPI Moratorium. Please
files created prior to establishment contact your PRO, RLO, or
of the EMF System that have been Department-wide ~ Media-neutral RMFO for more details. GRS 1, item 21¢
retired to a NARA records storage
facility. Femporary-—Destroy-60-years-
after-retirementto-the NARA-
Unidentified X-ray films and those in advanced
d. Upldemmed and deteriorated _slates of decompos_mon that can neither be Department-wide  X-Rays _Tempo_rary. Destroy N1-434-01-1 item 1
medical x-rays. interpreted nor copied and may be hazardous to immediately. —_—
human health.
Forms, correspondence, and other records relating
to an employee's medical history, occupational
injuries or diseases, physical examinations, and all
M P ' ’ Paper records . ’
treatment received in the health unit, including Managing & only - unless Temporary. Dispose of in
a. Individual Health Case Files. records of exposure to noise, toxic substances, Operating y-u accordance with item 1.1 of ~ N1-434-89-1 item 4a
; ) ) : otherwise
toxic chemicals, and to unique occupational hazards Contractors PN ADMIN 1.
’ : specified in item
ADMIN 1,  Contractor Employee of the atomic energy program. Also includes pre-
item21.1  Medical Folder (EMF) placement physical examinations and disability
retirement and fitness for duty examinations.
b. Individual Health Record Files. Cards which contain such information as date of Department-wide ~ Media-neutral Temporary. Destroy 75 years N1-434-98-4 item 21.1b

employee's visit, diagnosis, and treatment.

after date of last entry.
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ADMIN

Media

Citation Item Title Item Summary Sub Item 1 Title Sub Item 2 Summary Sub Item 2 Applicability Applicability Disposition NARA Approved Citation
a. Standards operating guides and Paper records
procedures, including revisions and i only - unless Permanent. Offer to NARA in A20.76.0 i
background records that establish Department-wide otherwise 25 years. NC1-430-76-9 ftem 5a
operating practices. specified in item
DO NOT DESTROY. This
series is currently covered by
Paner records the EPI Moratorium. Please
b. Operating plans for specific jobs onlp . unless contact your PRO, RLO, or
within the scope of the above Department-wide oth)érwise RMFO for more details. NC1-430-76-9 item 5b
established operating practices. P
specified in item T 5
. pH Pese .S Sél ’ed o } Yea T
Records Concerning Records (including correspondence) prepared in the normal whichever-is-earlier
Personnel Exposure to ) ] : :
course of business concerning or documenting the exposure of
ADMIN 1,  Hazardous N ; )
tem?212  Concentrations of personnel to hazardous concentrations of toxic chemicals and ¢. Records and investigations
i . " other materials, excluding radionuclides and individual employee > ™~-~* 9
Toxic Chemicals and . establishing the extent of employee
) files. f : Paper records
Other Materials exposure {o toxic chemicals and only - unless Temporary. Destroy when 75
materials. These records should be Department-wide oth)ei-rwise earg old Y. ¥ NC1-430-76-9 item 5¢
filed in the Health Hazard case file specified in item ¥ '
(item 21.4 below), whenever P
possible.
Paper records
) : (1) Surveys indicating no industrial hazard. Department-wide only - gnless Temporary. Destroy when 75 NC1-430-76-9 item 5d(1)
d. Industrial hygiene log sheets otherwise years old.
recording surveys for industrial specified in item
hazards other than radiation and
contamination. Temporary. Cut off when the
(2) Surveys indicating a potential hazard. Department-wide  Media-neutral facility is dismantled. Destroy N1-434-98-4 item 21.2d(2
75 years after cutoff.
Paper records
2). Res_u_lts of equipment calibration establishing the Department-wide only - gnless Temporary. Destroy when 75 NC1-430-76-9 item 4a(1
authenticity of the above dose results. otherwise years old. NC1-430-76-9 item 4a(1)
specified in item
(2.) Automatic data processing system programs, E:lpe-rl:s;;l)srgs Temporary. Destroy when 75
codes, instruction tapes and discs if used for Department-wide y-u porary. 4 NC1-430-76-9 item 4a(2)
) ) otherwise years old.
AT - retrieval of item (a) above. PN
a. Records indicating radiation specified in item
exposure dose to the individual due
to alpha, beta, gamma, neutron,
etc., radiation as determined by .
personnel radiation monitors or by ) DO NOT DESTROY. This
estimates based on other radiation  (3:) Worksheets, requests for analysis, chart series is currently covered by
dose instruments. records recording information which must be the EPI Moratorium. Please
interpreted or further modified before use, automatic Paper records contact your PRO, RLO, or
data processing system input records, other Department-wide only - unless RMFO for more details. NC1-430-76-9 item 4a(3
information used in interim calculations or to verify P otherwise NEL-436-76-0 llem 4af3)
that recorded data is correct (such as check specified initem  Femperary—Destroy-whenthe-
sheets), film badges and statistical summaries exposure-record-has-been
duplicating the above exposure data. verified-and-approved.-or-after
(1) Historical file or standards, guides and
. " L Paper records
procedures, including revisions and background only - unless Permanent. Offer to NARA in
records defining philosophy in development, Department-wide y-u ) NC1-430-76-9 item 4c(1)
N otherwise 25 years.
methods of evaluation and mode and scope of specified in item
radiation contamination protection efforts. P
b. Technical standards, operating
guides, laboratory, operating and
radiation contamir_\a_tion control ) DO NOT DESTROY. This
proc_et_iures_ descrl_blng the tech_nl(_:al series is currently covered by
admlnls_trat!ve basis fqr the radiation Paper records the EPI Moratorium. Please
contamination protection efforts. () petail plans for specific jobs performed within the onlp - Unless contact your PRO, RLO, or
scope of the above procedures and similar records Department-wide oth)ei-rwise RMFO for more details. NC1-430-76-9 item 4c(2)
relating to routine daily operations. PN
specified in item Temporary. Desisoy-when
)
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Citation Item Title Item Summary Sub Item 1 Title Sub Item 2 Summary Sub Item 2 Applicability Applicability Disposition NARA Approved Citation
c. Loghooks (chronological history)
which provide a concise summary
of shift and daily activities, including
unusual incidents, radiation and Paper records
contamination problems, release of Department-wide only - gnless Temporary. Destroy when 75 NCI-430-76-0 item 4d
radionuclides to work areas or otherwise years old. E—
public zones, interpretation of specified in item
unusual chart recordings and similar
items.
Radiation Records providing an accurate, quantitative description
ADMINL,  Radiation of the exposure of personnel to external radiation and internally ) o
item 21 3’ Contamination Control - deposited radionuclides, including development of appropriate ~ d- Routine radiationand
’ Program Records regulations and procedures used as a basis for the radiation contamination surveys and air Paper records
contamination control program. sample logs, including resulu_ng Department-wide only - Lfnless Temporary. Destroy when 75 NC1-430-76-9 item de
laboratory analyses and equipment otherwise years old. —_—
calibrations, indicating no unusual specified in item
health or safety problems.
Temporary. Cut off at the
1) Records directly relating to the workplace. Department-wide  Media-neutral close of the fiscal year. N1-434-98-4 item 21.3e(1
( ly g p p y
Destroy 75 years after cutoff.
e. Recorder chart records of
radiation and contamination DO NOT DESTROY. This
detected by air series is currently covered by
activity monitors (gaseous and Paver records 1€ EPI Moratorium. Please
particulate) and ionization onIp - unless contact your PRO, RLO, or
chambers. (2) Other records. Department-wide oth)ei-rwise RMFO for more details. N1-430-76-9 item 4f
specified in item Temporary. Desisoy-when
)
Py pssev sservedor3 _
f: Reports and engineering studies zr?lpe-rLrnzlceosrg ° Temporary. Destroy when
of unusual radiation or Department-wide y-u porary. Y N1-430-76-9 item 49
- otherwise 100 years old
contamination problems. I
specified in item
(a) History of procedures
indicting criteria for selection
and methods used, and Paper records
schedules_ giving frequency Department-wide only - gnless Temporary. Destroy when 75 NC1-430-76-9 item 1a
of calibration and otherwise years old. -
maintenance of radiation specified in item
(1) Records relating to the calibration and inspection detection instruments and
of instruments used in the detection and recording ~ €quipment.
of radiation against sources of known radioactive
emission or dose rate. (b) Reports of instrument
- L 322;11;:2{::3;:|5tr|but|on, Paper records Temporary. Destroy when no
9. Radiation detection instrument o . only - unless longer needed for reference )
calibration. performance, inventories,  Department-wide . : NC1-430-76-9 item 1b
statistical data, physical otherwise or when 1 year old, whichever
., physical specified initem  is earlier.
status, operating condition,
and any related data.
(2) Radiation detection charts used with alarm P
A ) aper records
systems to record radiation in excess of established only - unless Temporary. Destroy when 1
guides in production plant areas, provided unusual Department-wide y-u porary. 4 NC1-430-76-9 item 7
- ) otherwise year old.
radiation data are posted to other records which are specified in item
retained. (See item 21.3a of this schedule.) s
. Records of skin and nasal E:Ips{rlzsﬁ)srg ° Temporary. Destroy when 75
contamination incidents, including Department-wide y-u porary. ¥ NC1-430-76-9 item 4b(1)
otherwise years old.

decontamination details.

specified in item
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Citation y y PP vy Applicability P PP
b. Incidents involving contaminated
injuries along with decontamination Paper records
_and tr(_eatmem pf such injuries, Department-wide only - Lfnless Temporary. Destroy when 75 NC1-430-76-9 item 4b(2
including tourniquet time records, if otherwise years old.
used. (See also annex C-8, item 3) specified in item
or (See also annex B-11, item 3).
c. Results of direct measurement of E:lpe_rl:sg;rgs Temporary. Destroy when 75
Radiation records providing an accurate, quantitative description  radiation from the chest, specific Department-wide oth)ei-rwise earg old Y. ¥ NC1-430-76-9 item 4b(3
of the exposure of personnel to external radiation and internally ~ organs, or whole body. specified in fem Y ’
deposited radionuclides, including development of appropriate
Individual Employee  regulations and procedures used as a basis for the radiation- d. Investigations of the following
ADMIN 1, o
. Health Hazard Case  contamination control program. types:
item 21.4 N N . o _— s
Files - Files containing radiation exposure histories of individual
employees and visitors. Each file providing a record of exposure  Assimilations of radioactive Paper records
of an individual including both negative and positive results, to materials in excess of standards . only-unless Temporary. Destroy when 75 )
internal or external radiation and shall include: and control guides. Departmentwide /0 oo years old. NC1-430-76-9 item 4b(4
specified in item
Missing or unusual personnel
radiation exposure data.
(1) Positive laboratory results on bioassay samples E:lpe_rl:sg;rgs Temporary. Destroy when 75
(urine, feces, blood, etc.) used to determine internal Department-wide y-u porary. 4 NC1-430-76-9 item 4b(5)(a
A h ) g otherwise years old.
assimilation of a radionuclide by an individual. PN
specified in item
e. Records of bioassay data.
Paper records
2) _Labo_ratory regults indicating no assimilation of Department-wide only - gnless Temporary. Destroy when 75 NC1-430-76-9 item 4b(5)(b
radioactive materials. otherwise years old. NC1-430-76-9 ftem 4b{S)(b)
specified in item
Bioassay schedules, Paper records Temporary. Destroy when
ADMIN 1, worksheets, _automaled Department-wide only - Lfnless purpose is served or 1 year, NC1-430-76-9 item 4b(5)(c!
item21.4.1 data system input otherwise ! ; N
I whichever is earlier.
records specified in item
Records document the periodic radiation doses measured on N
Personnel (Federal L ! Temporary. Cut off files every
employees, visitors, guides and guests. Each employee or guest Paper records
and Contractor) N oY - ) year and transfer to the
ADMIN 1, e working in areas with ionizing radiation wears a film badge on the . only - unless N
. Radiation Exposure - N . o Department-wide N National Personnel Records ~ N1-434-96-4
item 21.5 N upper torso. Periodically, the film badge is read and the radiation otherwise
Dose Records (Film . I R I Center (NPRC). Destroy
dose is calculated and recorded. The individual then receives a specified in item
Badges) ¥ . N when 75 years old.
new film badge for the ensuing period.
) - ) ) Temporary. Cut off annually.
.ADMIN L Statistical Summaries COp'?S.Of statistical summaries anc_i reports with reIaFed papers Department-wide  Media-neutral Destroy 75 years after date of s sl oS 98 4 ltem 22 .
item 22 pertaining to employee health, retained by the reporting unit. Exemption to GRS 1, item 22)
summary or report.
Temporary. Destroy after the
employee completes 1 year of
(1) Appraisals of unacceptable performance, where acceptable performance from
anotice of proposed demotion or removal is issued Department-wide ~ Media-neutral the date of the written GRS 1, item 23a(1)
but not affected and all related documents. advance notice of proposed
removal or reduction-in-grade
notice.
(2) Performance records superseded through an Departmentwide  Media-neutral Temporary. Destroy when GRS 1. item 23a(2

administrative, judicial, or quasi-judicial procedure.

superseded.
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Citation Item Title Item Summary Sub Item 1 Title Sub Item 2 Summary Sub Item 2 Applicability Applicability Disposition NARA Approved Citation
Temporary. Place records on
left side of the OPF and
forward to gaining Federal
(a) Latest rating of record 3 agency upon transfer or to
a. Non-SES appointees (as defined years old or less, ) ) NPRC if employe_e separates )
in5U.S.C. 4301(2)). performance plan upon Department-wide ~ Media-neutral (see item 1b of this schedule). GRS 1, item 23a(3)a
(3) Performance-related records pertaining to a which it is based, and any An agency retrieving an OPF
former employee. summary rating. from NPRC will dispose of
these documents in
accordance with item
23a(3)(b) of this schedule.
(b) All other performance Department-wide  Media-neutral Temporary. Destroy when 4 GRS 1. item 23a(3)b
plans and ratings. years old.
(4) All other summary performance appraisal
records, including performance appraisals and job Department-wide ~ Media-neutral ;:2:?;; r;gfgestrz)g; years GRS 1, item 23a(4)
elements and standards upon which they are based. s ’
Employee
ﬁ;’:ﬂg L Performance File T b 4
System Records (5) Supporting documents. Department-wide  Media-neutral emporary. Destroy 4 years GRS 1, item 23a(5)
after date of appraisal
) Reﬁormancg rgc_ords super_s_ede_d_ through an Department-wide ~ Media-neutral Temporary. Destroy when GRS 1, item 23b(1)
administrative, judicial, or quasi-judicial procedure. superseded.
Temporary. Place records on
left side of the OPF and
forward to gaining Federal
(a) Latest rating of record ;g:F? (c:yifué)r?]n Igang;z;?/;;o
that is less than 5 years old, Federal ser\?icey (see item 1b
performance plan upon Department-wide ~ Media-neutral of this schedule). An agenc GRS 1, item 23b(2)a
(2) Performance-related records pertaining to a which it is based, and any retrieving an OP|'= fromgNPFiIC
former SES appointee. summary rating. will dispose of those
documents in accordance
b. SES appointees (as defined in 5 with item 23b(2)(b) of this
U.S.C. 3132a(2)). schedule.
(b).A” B FEiATENES Department-wide ~ Media-neutral Temporary. Destroy when 5 GRS 1, item23b(2)b
ratings and plans. years old
(3) All other performance appraisals, along with job
elements and standards (job expectations) upon Temporary. Destroy 5 vears
which they are based, EXCLUDING those for SES Department-wide ~ Media-neutral aﬂer%ale );'f a raiZaI ¥ GRS 1, item 23h(3'
appointees serving on a Presidential appointment (5 PP
CFR 214).
(4) Supporting documents. Department-wide ~ Media-neutral Temporary. Destro_y Syears GRS 1, item 23b(4)
after date of appraisal
Agency-wide and departmental procedures for
receiving, processing, and appealing
requests for reasonable accommodation by
employees and applicants. Files may include, but
are not limited to, instructions, directives, notices,
forms, timetables and guidelines for requesting,
; . Temporary. Destroy three
processing and approving requests and for ears after SUDersession o
a. General Files. appealing decisions for reasonable accommodation. Department-wide ~ Media-neutral ¥ P GRS 1, item 24a

Information created and maintained while receiving, coordinating,
reviewing, processing, approving, and reporting requests for
reasonable accommodation from federal employees and

annlirante tindar tha Dahahilitatinn Ant nf 1072 and Evaritiva

Also included are records notifying the Equal
Employment Opportunity Commission (EEOC), the
agency's collective bargaining representative(s) and
the agency’s Equal Employment Opportunity office
of the agency’s reasonable accommodation request
and processing procedures as well as modifications
to established procedures.

when no longer needed for
reference whichever is later.
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TGPPGS GG TS TS IGUIGtoT ot O 1570 Grit CASCunvS
Order 13164. A reasonable accommodation is a change in the - N X
work environment or in the way things are customarily done that Individual employee files that are created, received,
would enable an individual with a disability to enjoy equal and maintained by EEO reasonable accommodation
employment opportunities. The three categories of reasonable or diversity/disability program or employee relations
accommodation are: ] Modi coordinators, immediate supervisors, CAP
application process to permit an individual with a disability to be administrator, or HR specialists containing records Temporary. Destroy three
considered for a job, such as providing application forms in large of requests for reasonable accommodation and/or years after employee
: o N assistive technology devises and services through . . N .
Reasonable print or Braille; b. Employee Case Files. Department-wide  Media-neutral separation from the agency or GRS 1, item 24b
ADMIN'L, - ccommodation a qualified individual with a disability to perform essential the agency or CAP that have been requested for or all appeals are concluded
item 24 y P idin g ai i . by an employee. This series also includes, but is not appeals
Request Records functions of the job, such as providing sign language interpreters; - e P whichever is later.
and )] limited to, request approvals and denials, notice of
disabilities to enjoy equal benefits and privileges of employment, procedures for informal dispute resolution or appeal
such as removing physical barriers in an office or cafeteria. This processes, forms, correspondence, emails, records
schedule includes all requests for reasonable accommodation of oral conversations, medical documentation, and
and/or assistive technology devices and services offered through notes.
the agency or the Computer/Electronic Accommodation Program
(CAP) that are made by or on behalf of applicants, current or . .
former employees. Also included are medical records, supporting Recordsb?reated, rece(;v?d, and dr_namt_al?de_d %Yl.EEO
notes and documentation, as well as procedures and records reasonaple accolmmo all(i'n or |vedr_3|tyt isa Ihltly
related to processing, deciding, implementing, and tracking p&ogr_am or e_mployee r[? ation coor ||_na ors, ;ef
requests for reasonable accommodation(s). advising on, Implementing or appealing requests for Temporary. Destroy three
or from an individual employee for reasonable b
N accommodation. Some requests may involve HR . . years after end of f'SC?' year .
c. Supplemental Files. ; - ;o - Department-wide ~ Media-neutral in which accommodationis GRS 1, item 24c
matters, including but not limited to changes in decided or all anpeals are
duties, reassignments, leave usage, and concluded whicpr?ever is later
performance issues. Files may include, but are not !
limited to, policy guidance, resource information
about accommodation providers, forms, emails,
notes.
Records and data created, received, and
S N Temporary. Delete/destroy
maintained for purposes of tracking agency three years after comoliance
d. Tracking System. compliance with Executive Order 13164 and Equal Department-wide  Media-neutral e onyis filed or whenpno GRS 1, item 24d
Employment Opportunity Commission (EEOC) P
quidance. longer needed for reference.
Originating agency's file containing complaints with
related correspondence, reports, exhibits,
a. Official Discrimination Complaint withdrawal nofices, copies of decisions, records of Temporary. Destroy 4 years
Case Files it hearings and meetings, and other records as Department-wide  Media-neutral afterpresoI{J.tion of C);sey GRS 1, item 25a
’ described in 29 CFR 1613.222. Cases resolved
within the agency, by Equal Employment
Opportunity Commission, or by a U.S. Court.
Duplicate case files or documents pertaining to case Temporary. Destroy 1 vear
b. Copies of Complaint Case Files. files retained in Official Discrimination Complaint Department-wide  Media-neutral s Iy'. f YLy GRS 1, item 25b
Case Files, after resolution of case.
(1_) Bgclfgro_und record_s not filed in the Official Departmentwide  Media-neutral Temporary. Destroy 2 years GRS 1. item 25c(1
¢. Preliminary and Background Discrimination Complaint Case Files. after final resolution of case
Files. (2) Records documenting complaints that do not Temporary. Destroy when 2
develop into Official Discrimination Complaint Department-wide  Media-neutral porary. ¥ GRS 1, item 25¢(2)
Cases. years old.
Reviews, background
documents, and Temporary. Destroy when 7
1) Compliance Review Files. correspondence relatingto  Department-wide ~ Media-neutral earg old Y- Y GRS 1, item 25d(1.
d. Compliance Record contractor employment ¥ !
. Compliance Records. practices.
Equal Employment (2) EEO Compliance Reports. Department-wide ~ Media-neutral Temporary. Destroy when 3 GRS 1, item 25d(2
ADMIN 1, 0 b 0 years old.
tem 25 Rppor(liunlty (EEO)
ecords : : : :
e. Employee Housing Requests. Forms requesting agency assistance in housing Department-wide  Media-neutral Temporary. Destroy when 1 GRS 1, item 25e
matters, such as rental or purchase. year old.
f. Employment Statistics Files. Employment statistics relating to race and sex. Department-wide ~ Media-neutral ;:;zczjrlzry. Destroy when 5 GRS 1, item 25f
General correspondence and copies of regulations Temporary. Destroy when 3
with related records pertaining to the Civil Rights Act earg old yo'r wheny
g. EEO General Files. of 1964, the EEO Act of 1972, and any pertinent Department-wide ~ Media-neutral zu erse d’e d or obsolete GRS 1, item 259
later legislation, and agency EEO Committee whri)chever s al Iicabley
meeting records, including minutes and reports. PP :
(1) Agency copy of consolidated AAP(s). Department-wide  Media-neutral Temporary. Destroy 5 years GRS 1, item 25h(1)

from date of plan.
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Temporary. Destroy 5 years
from date of feeder plan or
o ) (2) Agency feeder plan to consolidated AAP(s). Department-wide ~ Media-neutral when administrative purposes GRS 1, item 25h (2)
h. EEO Affirmative Action Plans have been served, whichever
(AAP). is sooner.
(3) Report of on-site reviews of Affirmative Action Department-wide  Media-neutral Temporary. Destroy 5 years GRS 1. item 25h(3
Programs. from date of report.
(4) _Agency copy of annual report of Affirmative Department-wide  Media-neutral Temporary. Destroy 5 years GRS 1. item 25h(4
Action accomplishments. from date of report. GRS 1, tem 25h(4)
DO NOT DESTROY. This
series is currently covered by
the EPI Moratorium. Please
Reports of interviews, analyses, and related contact your PRO, RLO, or
a. Counseling Files. P d » analyses, Department-wide ~ Media-neutral RMFO for more details. GRS 1, item 26a
ADMIN 1,  Personnel Counseling recoras.
item 26 Records Temporary Destroy-3years-
after-termination-of-
counseling:
b. Alcohol and Drug Abuse R_ecords created in planning, coordinating, and Departmentwide  Media-neutral Temporary, Destroy when 3 GRS 1. item 26b
Program. directing an alcohol and drug abuse program. years old. —
a. General Files: General
correspondence and copies of
statutes, regulations, meeting Temporary, Destroy when 3
minutes, reports, statistical i - years old. Longer retention is .
tabulations, evaluations of the ADR Department-wide  Media-neutra authorized if records are GRS L. item 27
o . . program, and other records relating needed for agency business.
Alternative Dispute Resolution (ADR) is any procedure, to the agency’s overall ADR
conducted by a neutral third party, that is used to resolve issues  program.
ADMIN1,  Alternative Dispute in controversy, |_nc_|ud|ng, bl_Jt not Ilml_te_d to, conc_lllatl_on,
item 27 Resolution (ADR) Files facilitation, mediation, fact finding, minitrials, arbitration and use of b. Case Files: Records documentin
ombuds. The records covered by this schedule relate to A.DR d These fil 9
techniques and processes used in an agency's ADR programin | dprocee ings. These 'eiggy
resolving disputes with or between its own employees. include an agreement to use ' Temporary, Destroy 3 years
documentation of the settlement or after settlement is
discontinuance of the ADR case, Department-wide  Media-neutral ) ) GRS 1, item 27b
A : implemented or case is
parties’ written evaluations of the discontinued
process and/or the neutral third '
party mediator, and related
correspondence.
(1) Office negotiating i - Temporary, Destroy 5 years .
2 Labor Management Relatons Corresponde_nce, memorarjda, r_epons, and other agreement. Department-wide ~ Media-neutral after expiration of agreement. GRS 1, item 28a(1.
General and Case Files records relating to the relatlonshlp between
{?DMIZV; - Iliatl)olr ManF?gemg g fanagement and employee urions of oner groups. (2) Other offices Department-wide  Media-neutral Temporary, Destroy when GRS 1, item 28a(2
ftem elations Records ' P superseded or obsolete.
b. Labo_r Arbitration General and Corr_espondence, fqrms_, and background papers Departmentwide  Media-neutral Destroy 5 years after final GRS 1. item 28b
Case Files. relating to labor arbitration cases. resolution of case. —
Temporary. Maintain in
ADMIN 1 Contractor Correspondence, meeting minutes, reports, background papers z?fjirsdt?;ci[\)nl 't::se;fgt;ﬁg
. ' Management Relations and other such records relating to contractor labor management Department-wide ~ Media-neutral oSty 10/ ) N1-434-98-4 item 28.1
item 28.1 - termination of contract with
Records negotiations and labor agreements.
the Department of Energy,
whichever is sooner.
DO NOT DESTROY. This
series is currently covered by
the EPI Moratorium. Please
) (1) Correspondence, memoranda, agreements, contact your PRO, RLO, or
a. General file of agency-sponsored 5 hoyizations, reports, requirement reviews, plans, . ) RMFO for more details. )
training, EXCLUDING record copy  anq opjectives relating to the establishment and Department-wide  Media-neutra GRS 1, tem 29a(1
of dma?h“alf’ s_y!labu_s:s,dtext?ookds,b operation of training courses and conferences. Temporary Destroy-when-5-
" . and other training aids develope
EXCLUDING records of formally established schools that train o0 ning aids develaped by years-old-or-5-years-after-
ADMIN1,  Federal Employee agency employees in specialized program areas, such as law ' eempleﬂe%ﬂaspee&ﬂe
item 29 Training Records enforcement and national defense. (See note after item 29b and training-program:
29.2 below.)
(2) Background and working files. Department-wide ~ Media-neutral Temporary, Destroy when 3 GRS 1, item 29a(2

years old.
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Correspondence, memoranda, reports, and other
b. Employee Trainin r:;golr: Sereelasrr:igciwalt?:naimlrl:i?:ihr:y Ofr:arlgﬁg e Department-wide  Media-neutral Temporary. Destroy 75 years N1-434-98-4 item 20b.
- Empioy 9. spopnsgre dpby olr?er governmemgager?cies of non- P after superseded or obsolete. (Exemption to GRS 1, item 29
Government institutions.
(1) On-the-job training checklist completed during
qualification, including the results of final written .
examination used for qualification or certification; Egi(!;‘s?;rc[fgrﬁoc‘gvgrz b
records of oral examinations given for qualifications the EPI Moratorizm Please Y
or certification; simulator/operational evaluation contact your PRO ﬁLO or
records; new employee indoctrination/orientation RMFO %r more détails !
checklists; and reports of exemptions to these :
a. Contractor employee individual ~ documents; .
folders that contain ONLY the (2) Checklists completed for recertification, Department-wide ~ Media-neutral . ¥ e N1-434-98-4 Item 29.1a
following documents: including the results of written examinations given e o
for recertification; and records or oral examinations & empioyee. Sereen outand
given for recertification; cestroy-aiie 2EF'1E ) .
(3) Documentation of qualification for on-time-only o
ADMINL,  Contractor Employee special tests and operations; and p 9 R .
tem29.1  ndividual Training (4) Results of medical examinations (only passifail i
Folders and restrictions); balance of results are to be o) i
retained in the medical file.
Temporary. Cut off at the time
of separation or transfer of
L Attendance/completion records of training courses the employ_ee. Screen out and
b. Contractor employee individual of sessions that include subiects dealing with destroy all item 29.1a(4)
folders that contain item 29.1a . Jects « 9 Department-wide ~ Media-neutral records. Transfer folders with N1-434-88-1 Item 2
. hazardous materials directly applicable to the L
records AND also contain: employee’s job or position remaining documents to the
' local Federal records center
in one-cubic foot increments.
Destroy 75 years after cutoff.
(1) For courses relating to the handling of . Paper records
hazardous, toxic or radioactive materials, radiation gagra;:zg & only - unless ;:gﬁg;?gésss?:: I[(J)er?rg 75 N1-434-88-1 tem 3a
safety or criticality safety, or any training where Csntramgrs otherwise ears after last séssion Y —
chronic exposure may have an impact. specified in item ¥ !
DO NOT DESTROY. This
series is currently
a. Administrative training records unscheduled. Please contact
such as description of course P g the DOERM Program for
content, examination banks, ’ ) Managing & aper recorss 4 ddiional guidance and/or to
examination cover sheets, content, (2) FOr courses relating to environmental safety and Overatin only - unless initiate scheduling action Unscheduled
attendance rosters, documentation  health topics. antractgrs otherwise 9 ' '
of required performance items and specified in item Temporary. Transfer to-a-
course lesson plans. ZedaratRacesds Cameraliar
lastsession-Destroy-75-
years-aftertransfer.
Managing & Operating
ADMINL,  Contractors Managing & Paperrecords ~ Temporary. Transfer to a
flem29.2  Administiaive Traiing (3) For all other courses. (o] eragting only - unless Federal Records Center after N1-434-88-1 Item 3b
Records ' antractgrs otherwise last session. Destroy 2 years
specified initem  after last session.
Managing & Paper records Temporary. Destroy when
IR N " only - unless superseded or obsolete. Do
b- Dril guides/scenarios. gsﬁtr?a“cr:grs otherwise not transfer to a Federal N1-434-86-1 ltem 4
specified initem  Records Center.
¢. Carrespondence on the Managing & Paper records Temporary. Destroy 2 years
o L " only - unless after last session. Do not
Zj:g S:t? i?; e;g:?;\éstrauon, and gsﬁtr?a“cr:grs otherwise transfer to a Federal Records N1-434-88-1 ltem 5
: specified initem  Center.
Managing & Paper records Temporary. Destroy when
N : only - unless superseded or obsolete. Do
d. Course training aids. ggztrgggrs otherwise not transfer to a Federal N1-434-88-1 ltem 6

specified in item

Records Center.
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Records relating to grievances raised by agency
employees, except EEO complaints. These case
files include statements of witnesses, reports of Destroy no sooner than 4
a. Administrative Grievance Files.  interviews and hearings, examiner's findings and Department-wide ~ Media-neutral years but no later than 7 GRS 1, item 30a
recommendations, a copy of the original decision, years after case is closed.
related correspondence and exhibits, and records
relating to a reconsideration request.
Administrative
ADMIN 1,  Grievance, § .
item 30 Disciplinary, and Case files and records relat_ed to adverse actions
Adverse Action Files and performance-based actions (removal,
suspension, reduction-in-grade, furlough) against
b. Adverse Action Files (5 CFR 752) employees. The file includes a copy of the proposed Destroy no sooner than 4
and Performance-Based Actions (5 adverse action with supporting documents; Department-wide ~ Media-neutral years but no later than 7 GRS 1, item 30b
CFR 432). statements of witnesses; employee's reply; hearing years after case is closed.
notices, reports, and decisions; reversal of action;
and appeal records, EXCLUDING letters of
reprimand which are filed in the OPF.
Forms, reports, correspondence, and related medical and Temporary. Cut off on
ADMIN 1 ) ] inves_tigatory records r_elating to on-the-job injuries, whe_the( or not ) ) termination of gompen§ation )
item 31 " Personal Injury Files  a claim for compensation was made, EXCLUDING copies filed in Department-wide ~ Media-neutral or \_Nhen deadline for filinga GRS 1, item 31
the Employee Medical Folder and copies submitted to the claim has passed. Destroy 75
Department of Labor. years after cutoff.
Temporary, Destroy after
ADMINL  Merit Promotion Case Records relating to the promotion of an individual that document OPM audit or 2 years after the
. ! " qualification standards, evaluation methods, selection Department-wide  Media-neutral personnel action is GRS 1, item 32
item 32 Files - - - .
procedures, and evaluations of candidates. completed, whichever is
sooner.
DO NOT DESTROY. This
series is currently covered by
Delegated agreements and related records created the EPI Moratorium. Please
under the authority of 5 U.S.C. 1104 between the contact your PRO, RLO, or
a. Delegated agreements. . T - Department-wide  Media-neutral RMFO for more details. GRS 1, item 33a
OPM and agencies, allowing for the examination
and certification of applicants for employment.
Femporary;Destroy-3-years-
ination-of
agreement.
b. Correspondence concerning
applications, certification of eligibles,
and all other examining and
recruiting operations. Such
correspondence, includes, but is not Temporary, Cut off annually
limited to, correspondence from Department-wide ~ Media-neutral ' ' GRS1,item33b
i Destroy 1 year after cutoff.
Congress, White House, and the
general public, and correspondence
regarding accommodations for
holding examinations and shipment
of test materials.
c. Correspondence or notices Temporary, Destroy 90 days
recelved_ from eligibles indicating a Department-wide  Media-neutral after up_daung th_e appropriate GRS 1. item 33¢
change in name, address, or record in the registry or _
availability. inventory.
- ) Temporary, Destroy when
d. Test material stock control. _Stock_control r_eco_rds of examination test m_atenal Department-wide ~ Media-neutral test is superseded or GRS 1, item 33d
including running inventory of test material in stock. obsolete
Temporary, Cut off after
e. Application Record Card. Department-wide ~ Media-neutral examination. Destroy no later GRS 1, item 33e

than 90 days after cutoff.
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DO NOT DESTROY. This
Correspondence regarding examination series is currently covered by
esp e regaring the EPI Moratorium. Please
requirements, final version of
. contact your PRO, RLO, or
announcement(s) issued, subsequent amendments ;
A ; RMFO for more details.
to announcement(s), public notice documentation,
f. Examlnathn An_nouncement Case rating sc_hedule, job gnalys_ls documentaqon, record Departmentwide  Media-neutral , GRS 1. item 33f
Documentation Files. of selective and quality rating factors, rating mmw porary; Cut offafier e
procedures, transmutation tables, and other orinventory-or afier fnal
documents associated with the job actionis taken o the.
announcement(s) and the development of the corffcaie generatod by-case:
register/inventory or case examination. exarmining procedures.
Destroy 2 years-aftereut off.
g. Register or inventory of eligibles Temporary, Destroy 2 years
(OPM F°’T“ 5091.'(.:.“ equivalent, Department-wide  Media-neutral afte_r the d&.“e on Wh'gh the GRS 1, item 33g
documenting eligibility of an register of inventory is
individual for Federal jobs). terminated.
h. Letters to applicants denying
transfer of eligibility (OPM Form Department-wide ~ Media-neutral Temporary, Cutoff annually. GRS 1, item 33h
i Destroy 1 year after cutoff.
4896 or equivalent).
i. Test Answer Sheets. W”F‘e.” test answer sheets for both _ellglbles and Department-wide ~ Media-neutral Temporary, Destroy when 6 GRS 1, item 33i
ineligibles. Filed by date of processing. months old
i, Lost or Exnosed Test Material Records showing the circumstances of loss, nature Temporary, Cut off files
J(}ase Files P of the recovery action, and corrective action Department-wide  Media-neutral annually. Destroy 5 years GRS 1, item 33]
’ required. after cutoff.
k. Cancelled and ineligible
applications for positions filled from
a register or inventory. Such Temporary. Cut off annuall
documents include Optional form Department-wide ~ Media-neutral porary., Y- GRS 1. item 33k
L Destroy 1 year after cutoff.
ADMIN 1,  Examining and (OF) 612, resumes, supplemental
item 33 Certification Records forms, and attachments, whether in
hard copy or electronic format.
Temporary. Destroy 90 days
after termination of the
|. Eligible applications for positions register or inventory, (except
filled from a register or inventory, (1) On active register or inventory. Department-wide  Media-neutral for those applications that GRS 1, item 33I(1
including OF 612, resumes, may be brought forward to a
supplemental forms, and new register or inventory, if
attachments, whether in hard copy any).
or electronic format.
(2) On inactive register or inventory. Department-wide  Media-neutral Temporary, Cut off annually. GRS 1, item 33(2)
Destroy 1 year after cut off.
m. Ineligible or incomplete
applications for positions filled by
case examining. Such documents i - Temporary, Cutoff annually. .
include OF 612, resumes, Department-wide  Media-neural Destroy 2 years after cutoff. GRS 1, ftem 33m
supplemental forms, whether in
hard copy or electronic format.
n. Eligible applications for positions
filled by case examining that either
are not referred to the hiring official
or are returned to the examining Temporary, Cutoff annual
office by the hiring official. Such Department-wide  Media-neutral Dest’r’o zy'ears or Cutofyf' GRS 1. item 33n
documents include OF 612, y ey '
resumes, supplemental forms, and
attachments, whether in hard copy
or electronic format.
0. Request for prior approval of
personnel actions taken by
agencies on such matters as Temporary. Cut off annuall
promotion, transfer, reinstatement, Department-wide ~ Media-neutral porary., Y- GRS 1.item 330

or change in status, submitted by
SF 59, OPM 648, or equivalent
form.

Destroy 1 year after cutoff.
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p. Certificate Files, including SF 39,
SF 39A, or equivalent, and all
papers upon which the certification
was based: the list of eligibles
screened for the vacancies, ratings
assigned, availability statements,
the certificate of eligibles that was Department-wide ~ Media-neutral
issued to the selecting official, the
annotated certificate of eligibles that
was returned from the selecting
official, and other documentation
material designated by the examiner
for retention.

Temporary, Cut off annually.

GRS 1. item 33p
Destroy 2 years after cutoff. GRS 1, ftem 33

q. Certification request control

index. Certificate control log system.

Records of information (e.g. receipt

date, series, and grade of position, Department-wide ~ Media-neutral
duty station, etc.) pertaining to

requests for lists of eligibles from a

register or inventory.

Temporary, Cut off annually.

GRS 1, item 33q
Destroy 2 years after cutoff. GRS 1, item 33

. Interagency Placement Program Temporary, Destroy upon

(IPP) application and registration Department-wide ~ Media-neutral expiration of employee's DEP GRS 1, item 33r
sheet. eligibility.

s. DEP control cards, if maintained. Department-wide ~ Media-neutral Temporary, Cut off annually. GRS 1, item 33s

Destroy 2 years after cutoff. ————

t. Reports of audits of delegated
examining operations.

Temporary, Destroy 3 years

Department-wide  Media-neutral after date of the report

GRS 1, item 33t

Reports and logs (including Occupational Safety and Health

Administration (OSHA) Forms 100, 101, 102, and 200, or

equivalents) maintained as prescribed in 29 CFR 1960 and OSHA Department-wide ~ Media-neutral
pamphlet 2014 to document all recordable occupational injuries

and illnesses for each establishment.

ADMIN 1,  Occupational Injury
item 34 and lliness Files

Temporary. Destroy when 75 N1-434-98-4 item 34
years old. Exemption to GRS 1, item 34)

a. Health benefits denied, not Temporary. Destroy 75 years N1-434-98-4 item 35a

Department-wide ~ Media-neutral

Denied eligibility files consisting of applications, court orders, appealed. after denial (Exemption 1o GRS 1 item 35a)
denial letters, appeal letters, and related papers.
’ N Temporary, Create enrollment
ADMIN 1, Denied Health Benefits [NOTE: Pursuant to Subchapter S17 of the FEHB Handbook " ) ’ file in accordance with .
. Requests Under N L N (1) Appeal successful - benefits granted. Department-wide ~ Media-neutral GRS 1, item 35b(1)
item 35 Spouse Equi enrollment files of spouses eligible for benefits are transferred to b. Health benefits denied. led Subchapter S17 of the FEHB
P quity OPM when former spouse cancels the enrollment, when . OIeDaMtf enefits _denle_  appeale Handbook.
enrollment is terminated by the employing office, or when former o or reconsideration.
spouse begins receiving an annuity payment.] .
. N . i - Temporary. Destroy 75 years N1-434-98-4 item 35b(2
(2) Appeal unsuccessful - benefits denied. Department-wide ~ Media-neutral after denial. Exemption (o GRS 1 item 35b(2
a.Drug test plans and procedures, ~ Agency copies of plans and procedures, with related
EXCLUDING documents thatare  drafts, correspondence, memoranda, and other Temporary, Destroy when 3
_ﬂled in recorq set_s of formal records pen_ammg to the d_evelop_mem of procedures Department-vide  Media-neutral years old or when GRS 1. item 36a
issuances (directives, procedures  for drug testing programs, including the superseded or obsolete. [See ~———
handbooks, operating manuals, and determination of testing incumbents in designated note (2) after item 36e(2).]
the like.) positions.
Forms completed by employees whose positions Temporary, Destroy when
b. Employee acknowledgment of  are designated sensitive for drug testing purposes ) ) employee separates m.”.n )
- ; A ) Department-wide  Media-neutral testing-designated position. GRS 1, item 36b
notice forms. acknowledging that they have received notice that 2) after i
they may be tested. [See note (2) after item
36e(2).]
Records relating to the selection of specific
Drug testing program records created under Executive Order ! : employees/applicants for testing and the scheduling - . Temporary, Destroy when 3 .
12564 and Public Law 100-71, Section 503 (101 Stat. 468), ¢. Selection/scheduing records. of tests. Included are lists of selectees, notification Department-wide  Media-neutal years old. GRS 1, tem 36¢
EXCLUDING consolidated statistical and narrative reports letters, and testing schedules.
concerning the operation of agency programs, including annual -
reports to Congress, as required by Pub. L. 100-71, 503(f). Bound books containing
identifying data on each
Federal Workplace i ’ . - - specimen, recorded at each . ) Temporary, Destroy 3 years )
ADMIN 1, . [NOTE: (1) Disciplinary action case files pertaining to actions (1) "Record Books." pecimen, rec : Department-wide ~ Media-neutral v: Y3y GRS 1, item 36d(1)
item 36 Drug Testing Program .1 e against employees for drug use, drug possession, failure to collection site in the order in after date of last entry.

Files which the specimens were

comply with drug testing procedures, and similar matters are
collected.

covered bv ADM 1. item 30b. which authorizes destruction of A Danarde ralatinn tn tha anll
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> — UL TNSUUTUS TSIy (U 11S CORSUuT
records 4 after the case is closed. (2) Any records covered by anq handling of specimens. Forms and other records
items 36 a-e that are relevant to litigation or disciplinary actions used to maintain control and
should be disposed of no earlier than the related litigation or accountabilty of specimens Temporary, Destroy when 3
adverse action case file(s).] (2) Chain of custody records. ; pecim porary, ¥ GRS 1, item 36d(2)
from the point of collection to years old.
the final disposition of the
specimen.
- Temporary. Cut off when the
(El% Pf)s'szz resuls (2) Department-wide  Media-neutral individual leaves employment. N1-434-98-4 item 36e(1
ployees. Destroy 5 years after cutoff.
Records documenting individual test results,
including reports of testing, notifications of 1 it I
e. Test Results. X ' R (1) Positive results. (b)
employeesfapplicants and employing offices, and  applicants not accepted for ~ Department-wide  Media-neutral Temporary, Destroy when 3 oo 1 jtom 36e(1)
documents relating to follow-up testing. employment. years old
(2) Negative results. Department-wide ~ Media-neutral Temporary, Destroy when 3 GRS 1, item 36e(2
years old
Case files documenting the receipt and donation of leave for
medical emergencies, including recipient applications, agency Temporary, Beginning in
ADMIN 1,  Donated Leave approvals or denials, medical or physician certifications, leave ) ) January 1994, destroy 1 year .
item 37 Program Case Files  donation records or OF 630-A, supervisor/timekeeper approvals, Department-wide  Media-neutra after the end of the year in GRS L. ftem 37
leave transfer records, payroll notification records, and leave which the file is closed.
program termination records.
Wage survey reports and data, background documents and
correspondence pertaining to area wages paid for each employee
ADMIN 1 class; background papers establishing need, authorization, Temporary, Destroy after
item 38 ' Wage Survey Files direction, and analysis of wage surveys; development and Department-wide  Media-neutral completion of second GRS 1, item 38
implementation of wage schedules; and request for an succeeding wage survey
authorization of specific rates (excluding authorized wage
schedules and wage survey recapitulation sheets).
X . c pond a-annuity-est and-other .
item-39 Files . : ] yearold: Superseded by GRS 2.5 item 020
Handicanped Case files containing position title and description; fully executed
ndicapp SF 171; medical examiner's report; a brief statement explaining Temporary, Destroy 5 years
ADMIN 1,  Individuals . P X . . N .
. . accommodation of impairment; and other documents related to Department-wide  Media-neutral following the date of approval GRS 1, item 40
item 40 Appointment Case . i . N
Files previous appointment, certification, and/or acceptance or refusal, or disapproval of each case.
created in accordance with FPM chapter 306-11, subchapter 4-2.
Records created under implementation of the Federal Employees Temporary. Destroy 3 vears
Pay Comparability Act including written narratives and porary, VS Y
- " N N . . following the date of approval
ADMIN 1,  Pay Comparability computerized transaction registers documenting use of retention, . . N .
. N B . Department-wide ~ Media-neutral or upon completion of the GRS 1, item 41
item 41 Records relocation and recruitment bonuses, allowances, and supervisory !
- ’ ) s relevant service agreement or
differentials, and case files consisting of requests for and approval . B
. N y allowance, whichever is later.
of recruitment and relocation bonuses and retention allowances.
a. Approved requests or
applications to participate in an
alternate worksite program;
agreements between the agency
and the employee; and records Temporary, Destroy 1 year
relating to the safety of the worksite, Department-wide ~ Media-neutral after end of employee's GRS 1, item 42a
the installation and use of participation in the program.
equipment, hardware, and software,
. and the use of secure, classified
ADMINL,  Alternate Worksite information or data subject to the
item 42 Records Privacy Act.
b. Unapproved requests. Department-wide ~ Media-neutral Temporary, Destroy L year GRS 1, item 42b

after request is rejected.

c. Forms and other records
generated by the agency or the
participating employee evaluating
the alternate worksite program.

Temporary, Destroy when 1
Department-wide  Media-neutral year old, or when no longer GRS 1, item 42¢
needed, whichever is later.
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APM!N Item Title Item Summary Sub Item 1 Title Sub Item 2 Summary Sub Item 2 Applicability Medlg - Disposition NARA Approved Citation
Citation Applicability
(1) Concerns relating to Temporary. Cut off at the
security, environmental, ) ) close of the fiscal year in .
f g g S ARA.G4. @
safety, and health-related Department-wide  Media-neutra which the case was closed. N1-434-984 item 43a(1,
. issues. Destroy 75 years after cutoff.
Employee concems Program Case Files that serve to document  a. Official Employee Concerns VoY
employee allegations of impropriety or inadequacy of DOE and/or Program Files.
contractor managed activities. Subjects include, but are not If)?epgﬁﬁg ;:sucla(l)ﬁ:;:ri]r?
strictly limited to; environmental, safety, and health related issues, (2) All other concerns. Department-wide  Media-neutral which case was cI):: sed N1-434-98-4 item 43a(2
ADMINL.  Employee Concerns fraud, waste and abuse; personnel and management Destroy 4 i 't "
. ! ploy matters; quality, securing conditions, or incidents of retaliation, estroy 4 years atter cutott.
item 43 Program N -
etc. Supporting documentation includes employee statements or
declarations, witness testimonials, investigation reports, and (1) Security-related Temporary. Cut off at the end
corrective actions to mitigate potential risks to the public, the concerns Department-wide  Media-neutral of the fiscal year. Destroy 4~ N1-434-98-4 Item 43b(1
environment, or employees of the Department of energy, or b. Records documenting concerns ’ years after cutoff.
relevant contractor entities. that do not develop into official
cases. Temporary. Cut off at the end
(2) All other concerns. Department-wide ~ Media-neutral of the fiscal year. Destroy 2~ N1-434-98-4 Item 43b(2)
years after cutoff.
a. Records kept for tracking the
impact of these educational Temporary. Cut off at the end
programs on the people involved Department-wide ~ Media-neutral of the fiscal year. Destroy 25 N1-434-98-4 Item 44a
and for measuring the success rate years after cutoff.
of each program.
b. Contract or funding information
based on the following: Memoranda Temporary. Cut off at the end
of Understanding with Departmentwide  Mediameural O e ISCaI year. DESUOY 6 vy 43,96 4 o 4ap
schools/colleges, grants, years after cutoff or project
scholarships and budget completion.
information.
c. Records containing contact
Records created to document educational outreach program information with schools and
ADMINL  AcademiclOutreach  ansactions between the Department and its contractors and community groups regarding
iem4d . Programs schools, collegesfuniversities, community groups, and various ~ intemship programs, tutoring
g State and Federal agencies for the purpose of generatingand ~ Programs, talent searches,
tracking interest in careers with the DOE and it contractors. scholastic tournaments, Young ) ) Temporary. Cut off at the end
Entrepreneurs Conference, Junior Department-wide ~ Media-neutral of the fiscal year. Destroy 5 N1-434-98-4 Item 44c
Engineering Technical System years after cutoff.
(JETS), Gore Initiative Students
Around the World, teacher
development, computer loan/buyout
programs and other educational
programs.
d. General administrative records Temporary. Cut off at the end
that document teacher/student N
development, progress reports, and of the fiscal year. Destroy 2
! ! Department-wide ~ Media-neutral years after cutoff or when no  N1-434-98-4 Item 44d
correspondence between longer needed, whichever is
DOE/contractor and outside u !
) - earlier.
academic organizations.
o ) . . a. Files of employees who Z:n:?gtr;;y;tjr;ﬁgf?r of
Alpprentlceshlp progr_arr; _flles consist of external training " successfully complete all aspects of Department-wide  Media-neutral empployee Destroy 4 years N1-434-98-4 Item 45a
ADMIN1,  Apprenticeship classroom and practical instruction records and reports o apprenticeship program. after cutoft
item 45 Program Files progress _such as corre_spondence, testing and evaluatlops an_d :
other pertinent information developed during the apprenticeship b, Files of employees who terminate Temporary. Cut off at
term. or are terminated from the program Department-wide ~ Media-neutral termination. Destroy 10 years N1-434-98-4 Item 45b
prior to completion. after cutoff.
Records relating to tuition reimbursements for employees taking
pqr_l ina _tumon assma_nce program offered by the employers. The Temporary. Cut off at the end
- . tuition reimbursement is provided for work related undergraduate, N
ADMIN 1,  Tuition Reimbursement _ .. " ) ’ of the fiscal year. Destroy 6 .
. certificate, and graduate level courses taken at an accredited Department-wide  Media-neutral N1-434-98-4 item 46
item 46 Records o N . years and 3 months after
college, university or vocational school. The records consist of
L : - o cutoff.
original, signed tuition request forms, notification of grades, proofs
of payments, and related correspondence.
Vacancy . " . I
Announcements (as Informat!on us_ed to not!fy emplo_yee populgtlon of the avall_alb_lllty Temporary. Cut off at the end
ADMIN 1, of a particular job opening. Postings contain general description of ) ) ] .
. created and ! ) ) Department-wide ~ Media-neutral of the fiscal year. Destroy 1~ N1-434-98-4 item 47
item 47 MR duties, requirements, salary range, and cutoff date for accepting
maintained in year after cutoff.

personnel offices)

employment applications.
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ADMIN . ; A— Media . - I
- Item Title Item Summar Sub Item 1 Title Sub Item 2 Summar, Sub Item 2 Applicabili M- Disposition NARA Approved Citation
Citation y y PP ty Applicability P PP
Temporary. Cut off at the end
ADMIN 1 Packet containing original promotional material, blank forms of the fiscal year. Destroy
item 48 " Recruitment Packages giving investigative authorization, and general philosophy, Department-wide ~ Media-neutral when 3 years old or when N1-434-98-4 item 48
benefits, and other incentives. superseded or canceled,
whichever is earlier.
a. Successful prehire applicant test Temnorary. Destroy 2 years
files where an offer of employment Department-wide ~ Media-neutral porary. Y ey N1-434-98-4 Item 49a
was made. after date of test.
Prehire test files consist of, but are not limited to, written and
ADMIN 1, . y practical job skill/proficiency pass/fail tests administered by labor b. Successful prehire applicant test
temag  Prenre TestFles management personnel to measure suitabilty for hire. Includes  gioc ypere noZmponn?epm offer Departmentwide  Media-neural | CTPOrAY: DESUOY 2YEaIS 1 434 06 4 item 40b
pre-placement physical examinations. was made after date of test.
c. Unsuccessful prehire applicant Departmentwide  Media-neutral Temporary. Destroy 1 year N1-434-98-4 Item 49¢
test. after date of test. E—
Temporary. Cut off at the end
ADMIN 1, Individual Development Documgntatlo_n of individuals’ goals, objectives, and strategy for Department-wide  Media-neutral of the fiscal year. Destroy N1-434-98-4 item 50
item 50 Plans enhancing skills. Plans are updated annually. when superseded orwhenan =—————
employee departs.
Files which document the comparison of salaries paid locally and Temporary. Cut off at the end
ADMIN 1, Classmcauon nationally t_o eslal_)llsr_\ed salary_ pe(c_ent_age increase, comparative Department-wide  Media-neutral of the fiscal year. Destroy 3 N1-434-98-4 item 51
item 51 Appraisals (Pay) grade studies, guidelines, and justification base for employee years after cutoff or when —
performance assessments. superseded or obsolete.
Temporary. Destroy 10 years
a. Labor Relations Office file. Department-wide  Media-neutral after expiration of related N1-434-98-4 ltem 52a
labor agreement.
ADMIN 1 Seniority rosters which document and establish effective service
iems5y | Seniority Rosters dates for union employees, and are used to determine seniority Temporary. Cut off at the end
for the annual job bidding process. of the fiscal year. Destroy 2
b. Other offices. Department-wide ~ Media-neutral years after cutoff or when no  N1-434-98-4 Item 52b
longer needed, whichever is
earlier.
T .. These files document meeting minutes, correspondence, and Temporary. Destroy 10 years
:En’:/llsg L E:Oer:tlflcatlon/Decertlflca other records documenting contractors’ actions relating to the Department-wide  Media-neutral after expiration of related N1-434-98-4 item 53
response to union membership organizing drives. labor agreement.
Records documenting all aspects of the unemployment process
from notification of termination and administrative review, to any
Unemployment dispute hea(lng which may occur prior toor immediately following Temporary. Cut off upon
ADMIN 1, ) the termination process. These records include correspondence, ) ) i )
. Compensation N e Department-wide  Media-neutral termination of employment.  N1-434-98-4 item 54
item 54 compensation enrolment forms, employment verification,
Records - ) ) Destroy 3 years after cut off.
employee depositions, computation of benefit amounts, and
related working papers between the compensating state and the
personnel office.
a. When issued as a published Departmentwide  Media-neutral Temporary. Destroy hardcopy N1-434-98-4 ltem 55a
document. when 75 years old. —
. N Record set of personnel listing identifying location, organization, : : ;
,?eDnr;/IISI\; 1, E_lsr?rc]loneslPhone phone number, assigned employee number, mail stop, or other  b- When issued electronically, prior Departmentwide  Media-neutral Temporary. Destroy hardcopy N1-434-08-4 ltem 55b
! isting information used for communication purposes. to updating, reduce to hardcopy. when 75 years old.
c. All others. Department-wide  Media-neutral Temporary. Destroy when N1-434-98-4 ltem 55¢
superseded.
Includes records pertaining to agency approvals and monitoring
associated with individual employee requests covered under the
. " FMLA provisions, such as but not limited to the employee
ADMlN 1, Family Medical Leave applications, medical documentation, copies of leave applications Department-wide  Media-neutral Temporary. Cut off annually. DAA-0434-2014-0002-0001
item 56 Act (FMLA) N - L Destroy 3 year(s) after cutoff.
and personnel actions, and similar records containing employee
identifying data (e.g. payroll, notices, benefits and disputes)
necessary to complete and process FMLA actions.
ADMIN 1 Family Medical Leave  Includes but not limited to agency communications, statistics, 'I[')eer:t;r)gra?:y.e(;l:(tsc))f;ggpﬁﬁlg/ﬁ
. ' Act(FMLA) Program  reports, memoranda, and copies of guidance, as well as similar Department-wide ~ Media-neutral Y3y DAA-0434-2014-0002-0002
item 57 or when superseded, as

Files records created or collected in support of program management.

appropriate.
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ADMIN . ; A— Media . - I
- Item Title Item Summar Sub Item 1 Title Sub Item 2 Summar, Sub Item 2 Applicabili M- Disposition NARA Approved Citation
Citation y y PP vy Applicability P PP
Systems and databases contain records, data, and
Personnel action tracking and reporting systems, including but not information related to the tracking and reporting of
limited to PATS (Personnel Action Tracking & Reporting System), personnel actions, including but not limited to
" " A - - y Temporary. Cut off at the end

ADMIN 1 Personnel Action are relational systems and databases used by DOE organizations position descriptions, Requests for Personnel Action of the fiscal vear in which
item 58 ' Tracking and Reporting to create, track, and report select employee-related personnel 1.1 Master File. (SF 52), vacancy announcements, and associated Department-wide ~ Media-neutral entry of actign ocCUrs DAA-0434-2015-0002-0001

Systems action information that may be routinely compiled and managed in
more complex and extensive formats elsewhere in the DOE

enterprise or similar personnel-related systems.

employee names and their personal and/or
business addresses, contact information, and other
identifying information necessary to accurately and
properly identify the individuals.

Destroy 3 year(s) after cutoff.

Web-based Training and Tracking Systems (WTTS) are
centralized systems designed to support the delivery and
management of DOE learning and development programs. WTTS
includes such systems as the Online Learning Center (OLC),
which is used to deploy and track various training courses and
activities provided by the agency and other training mandated or
recommended by Federal statute or regulation or departmental or Master File.
agency policy. Such training includes but is not limited to mission-
specific and administrative focused curricula. These systems are
used to host and track training for agency employees and
contractors. NOTE: This schedule meets the requirements of 5
CFR 410 701; as established by the US Office of Personnel
Management (OPM).

ADMIN 1,  Web-Based Training
item 59 and Tracking System

The OLC collects the learner and
administrator/instructor information including but not
limited to, full name, gender, job position/title, DOE
email address, locations (HQ office, GTN or Field
Site), DOE role, mailing address and authorized
comments by supervisors.

1.1 Master File - User
Account Information.

Department-wide ~ Media-neutral

Temporary. Cut off after
learner/employee separation
from the organization.
Destroy 10 year(s) after
cutoff.

DAA-0434-2015-0003-0001

1.2 Course Content/Course

Uploads.

Department-wide ~ Media-neutral

Temporary. Cutoffin the
calendar in which placed into
or uploaded to the system.
Destroy/delete when
superseded or obsolete.

DAA-0434-2015-0003-0002

ADMIN 2 Revision September 2015

Payrolling and pay administration records pertain to the disbursements employees receive in return for their personal services. This schedule covers commonly used pay records. Title 6, “Pay, Leave, and Allowances” in the GAO Policy and Procedures Manual

provides guidance for preparing and maintaining Departmental pay accounts. Payroll systems use a leave record for submitting data to the payroll system. Information is posted to this leave record from the detailed records kept by the time and attendance clerks. Depending on the type of system, the leave record may be a hard copy

input form or alternatively, input to the system may be by electronic means. Records incidental to the payrolling process include tax withholding; savings plan deduction requests, and savings bond records; and payroll office administration records.

Previous ADMIN 2 guidance edition: http://energy.gov/cio/downloads/administrative-records-schedule-2-payroll-and-pay-administration-records-revision-2

ADMIN

Media

Citation Item Title Item Summary Sub Item 1 Title Sub Item 2 Summary Sub Item 2 Applicability Applicability Disposition NARA Approved Citation
DO NOT DESTROY. This
a. Pay record for each employee as Seres 1S current_ly covered by
T ) the EPI Moratorium. Please
maintained in an electronic data contact your PRO, RLO, or
base. This database may be a stand- Department-wide  Media-natural RMFO er more détails !
alone payroll system or part of a ’
combined personnel/payroll system. Update-sloments-andior
GRS 2, Item2.a
DO NOT DESTROY. This
series is currently covered by
b. Individual Pay Record, containing the EPI Moratorium. Please
pay data on each employee within contact your PRO, RLO, or
an agency. This record may be in Department-wide ~ Media-natural RMFO for more details.
Admin 2, Individual Employee paper or microform but not in
item 1 Pay Record machine readable form. Fransfer-to-National
Personnel-Records-Center-
Destroy when 56 years old.
GRS 2,item 2.b
DO NOT DESTROY. This
series is currently covered by
c. Contractor employee pay record the EPI Moratorium. Please
SR ployee pay ! contact your PRO, RLO, or
containing pay data on each RMEO for more details
employee. This record may be Department-wide ~ Paper, Microform : N1-434-98-5, item 1c
either in paper or microform but not .
in machine readable form. UpoR separalion o & ,3 oyee:
;sf_s_e employees .
Destroy when 56 years old.
: . ) Destroy 15 years after close
_Admln 2, N_oncurrent Payroll Copy of Ijon(_:urrent_payroll data as malntalned by payroll service Departmentwide  Media-natural of pay year in which GRS 2. Item 2
item 2 Files. bureaus in either microform or machine-readable form. _—

generated
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Citation y y PP vy Applicability P PP
ADMIN 2 RESERVED
item 3
ADMIN 2 RESERVED
item 4
ADMIN 2 RESERVED
item 5
a. If_employee initials time card or Department-wide  Media-natural Destroy_ atend of following GRS 2. item 6.2
o . . . equivalent. pay period. E—
ADMIN2  Leave Application SF 71 or equivalent plus any supporting documentation of Destroy after GAO audit or
item 6 Files. requests and approvals of leave. initi i
q op . If employ_ee has notinifaled time Department-wide ~ Media-natural when 3 years old, whichever GRS 2, Item 6.b
card or equivalent. X
is sooner.
DO NOT DESTROY. This
All time and attendance records upon which leave input data is series is currently covered by
based, such as time or sign-in sheets; time cards (such as the EPI Moratorium. Please
) Optional Form (OF) 1130); flexitime records; leave applications contact your PRO, RLO, or
ADMlN 2 Time and Atiendance for jury and military duty; and authorized premium pay or Department-wide  Media-natural RMFO for more details. GRS 2, item 7
item 7 Source Records. . P N ’ .
overtime, maintained at duty post, upon which leave input data is
based. Records may be in either machine-readable or paper Destroy after GAO audit or
form. when 6 years old, whichever
is-seoner:
DO NOT DESTROY. This
series is currently covered by
the EPI Moratorium. Please
) Records in either paper or machine readable form used to input contact your PRO, RLO, or
.ADMlN 2 Time and Attendance time and attendance data into a payroll system, maintained either Department-wide  Media-natural RMFO for more details. GRS 2, item 8
item 8 Input Records.
by agency or payroll processor.
Besreyaba GAG auditor
westyears ol raichaver
is-seoner.
as SF 1150, prepared upon transfer Department-wide  Media-natural Official Personnel Folder- - .
- ) Superseded by GRS 2.5 item 040
ADMIN2- _ or-separation:
item-9
maintained: Media-natural Superseded by GRS 2.5 item 020
ADMIN 2
item 10 RESERVED
ADMIN 2
item 11 RESERVED
ADMIN 2
item 12 RESERVED
a. E_n_]ployee withholding allowance Destroy 4 years after
certificate such as Internal Revenue . . .
N Department-wide ~ Media-natural superseded or obsolete or GRS 2, item 13.a
Service (IRS) Form W-4 and state N
. upon separation of employee.
equivalents.
b. Agency copy of employee wages
and tax statements, such as IRS
Form W-2 and state equivalents, Department-wide ~ Media-natural Destroy when 4 years old. GRS 2, item 13.b
ADMIN 2 ] maintained by agency or payroll
. Tax Files. processor.
item 13
c. Agency copy of employer reports
of Federal tax withheld, such as IRS
Form W-3, with related papers
including reports relating to income Department-wide ~ Media-natural Destroy when 4 years old. GRS 2, item 13.c
and social security tax, and state
equivalents, maintained by agency
or payroll processor.
a. Authorization for Purchase and Destroy when superseded or
Request for Change - U.S. Savings Department-wide ~ Media-natural after sey aration 0‘; emloyee GRS 2, item 14.a
Bonds, SB 2152, or equivalent. P ployee.
ADMIN2  Savings Bond b. Bond registration files: issuing Destroy 4 months after date
item 14 Purchase Files. agent's copies of bond registration Department-wide ~ Media-natural Stroy GRS 2, item 14.b
stubs. of issuance of bond.
c. Bond receipt and transmittal files:
receipts for and transmittals of U.S. Department-wide  Media-natural De_stroy 4 months after date GRS 2, item 14.c
. of issuance of bond.
Savings Bonds.
a. Authorization for individual Destroy after GAO audit or
Combined Federal allotment to the Combined Federal Department-wide  Media-natural when 3 years old, whichever GRS 2, item 15.a
ADMIN 2 Campaign and Other Campaign. is sooner.
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- Item Title Item Summar Sub Item 1 Title Sub Item 2 Summar, Sub Item 2 Applicabili M- Disposition NARA Approved Citation
Citation y y PP vy Applicability P PP
item 15 Allotment b. Other authorizations. such as Destroy after GAO audit or
Authorizations. - L Department-wide  Media-natural when 3 years old, whichever GRS 2, item 15.b
union dues and savings. X
is sooner.
_ADMIN 2 Thnft_Savmgs Plan For_m TSP-i authorizing deduction of employee contribution to the Departmentwide  Media-natural Destroy whep superseded or GRS 2. item 16
item 16 Election Form. Thrift Savings Plan. after separation of employee. —
ADMIN2  Direct Deposit Sign-up i - Destroy when superseded or .
tem 17 Form (SF 1199A). Department-wide ~ Media-natural after separation, GRS 2, item 17
Official Notice of Levy or Garnishment (IRS Form 668A or
equivalent), change slip, work papers, correspondence, release Paper records
ADMIN2  Levy and Garnishment d ! ge Slip. Papers, corresp! - . only - unless Destroy 7 years after the levy N1-434-98-5, item 18 (Exemption
. N and other forms, and other records relating to charge against Department-wide N d . . .
item 18 Files N otherwise or garnishment is terminated. to GRS 2, item 18
retirement funds or attachment of salary for payment of back I
. specified in item
income taxes or other employee debts.
ADMIN 2
item 19 RESERVED
ADMIN 2
item 20 RESERVED
ADMIN 2
item 21 RESERVED
Destroy when related actions
a. Erro_r reports, ticklers, system Departmentwide  Media-natural are completed or when no GRS 2. item 22.a
operation reports. longer needed, notto exceed —
2 years.
ADMIN2  Payroll System b. Reports and data used for
item 22 Reports. agency workload and or personnel Department-wide ~ Media-natural Destroy when 2 years old. GRS 2, item 22.b
management purposes.
c. Reports providing fiscal Destroy after GAO audit or
€. Reports p 9 Department-wide ~ Media-natural when 3 years old, whichever GRS 2, item 22.c
information on agency payroll. .
is sooner.
Destroy after GAO audit or
ADMIN 2 Records used to direct a change or correction of an individual pay a. Copies subject to GAO audit. Department-wide ~ Media-natural when 3 years old, whichever GRS 2, item 23.a
tem 23 Payroll Change Files.  transaction whether created and maintained by paying agency or is sooner.
ayroll processor. . ) ' .
payrolp b. All other copies. Department-wide  Media-natural Destroy 1 mont_h after end of GRS 2, item 23.b
related pay period.
ADMIN2  Payroll Correspondence between agency and payroll processor
. Y regarding general, routine administrative issues that do not relate Department-wide  Media-natural Destroy when 2 yearsold. GRS 2, item 24
item 24 Correspondence. .
to individual payments.
ADMIN 2
item 25 RESERVED
ADMIN 2
item 26 RESERVED
ADMIN 2
item 27 RESERVED
For Civil Service Retirement
System/Federal Employees
Retirement System related
Repc_ms, registers, or other control document§, and other records Paper records recor_d_s, cut _off upon receipt N1-434-98.5, item 28 (Exemption
ADMIN 2 " ) relating to retirement such as SF 2807 or equivalent. ; only - unless of official Office of Personnel _‘—[—p—.
. Retirement Files Department-wide ) to GRS 2, item 28, superseded by
item 28 otherwise Management acceptance of p
PN GRS 2.5 item 010 and 011)
specified initem  annual summary. Destroy 75
years after cutoff. Retirement
of non-current records to
inactive storage is authorized.
ADMIN 2
item 29 RESERVED
ADMIN 2 RESERVED

item 30
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